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Q&D - Regional Administrator Records Disposition Schedules 

series of 

12/31/2009

Administrator, the 02/01/2007

calendars, appointment books, schedules, logs, diaries 
Close at end of calendar year.
Transfer to the National Archives 5 years 

N1-412-06-5

report).

old. See Note in 

Destroy on termination of commission 
or when no longer needed.

at end of fiscal 

Close inactive records at end of fiscal 
year.

Destroy 3 years after file closure.
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regarding the 

incorporated into official files.

Close at end of calendar year.
Destroy when no longer needed.

and 

from meetings or 
03/30/2007

08/31/2008

and 
b)

12/31/2012

records include all correspondence and related 
records pertaining to the award, administration, 
receipt, inspection and payment of any and all 
contracts to which EPA is a party and which are 
maintained and used by the Agency or Contracting 
Officer for contract documentation and for 
performance and financial monitoring and oversight 
activities. Also includes reviews and audits 
conducted by the Financial Analysis and Rate 
Negotiation Service Center (FARSC).
Excludes: Superfund site-specific contract 
management records scheduled as EPA 020; final 
deliverables scheduled as EPA 258; and unsuccessful 

10/31/2007

Close inactive records at end of 
congressional session.

Destroy 5 years after file closure.

when report is 

Close inactive records when report is 
completed.

Destroy 3 years after file closure.

when 

Close inactive records when 
superseded or canceled.

Destroy 3 years after file closure.

upon filing of 

order or work 

contract.

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.
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Work 

2/28/2011

relating to activities undertaken to secure response 
costs from responsible parties at Superfund 
remedial and removal sites and oil spills. Records 
used for cost recovery actions include compilations 
of documentation that describe technical aspects of 
the response action and cost accounting 
information necessary to document the costs 
incurred to implement the response action. Specific 
types of records include the cost recovery 
documentation checklist, Software Package for 
Unique Reports (SPUR), computation schedules 
supporting Agency indirect costs, categorical cost 
summaries, contractor cost information, cost 
reports and invoices, treasury schedules, field 
expenses, letter reports/Pre-FY86 cost vouchers, 
payment records, payroll summaries, Federal 
employee timesheets, travel authorizations and 
vouchers, work assignments, cost summary 
package, cost recovery deliverables, closeout 
memorandum, and the 10 point document. Also 
includes work performance documents such as 
work assignments, statements of work, interagency 
and cooperative agreements, field notes, technical 
direction documents (TDDs), lab reports, monthly 

10/31/2007

at end of year. 

Close inactive records at end of year.

Destroy 10 years after file closure.

Close inactive records when cost 
recovery action is completed.

Destroy 30 years after file closure.
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12/31/2010

- Electronic
Includes records documenting disasters of an 
extraordinary nature, i.e., major natural disasters 
such as floods, earthquakes, and hurricanes (e.g., 
Hurricane Katrina), as well as man-made 
disasters such as space accidents and terrorism 

2/28/2011

when 

record copy 

Close inactive records upon 
decision to not publish or issue.

Destroy 10 years after file closure.

upon 

upon 

upon 

Close upon completion of all clean 
up and restoration activities.

Destroy 10 years after file closure.
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item.

-term 

broken 

cases referred to Office of Regional Counsel or 
other offices with enforcement authority, for 
action against a pollution source or discharger. 
Includes correspondence, meeting 
documentation, inspections, field notebooks, 
evaluations, documentation of administrative 
actions including notices of violation, notices of 
deficiency, information requests, warning 
letters, administrative compliance orders, 
documentation of civil and criminal actions, 
corrective action orders, attorney work 
products, case summaries, pleadings, state and 
local enforcement records, settlement 
documents including consent decrees, discovery 
requests, and notices of intent to sue.

Electronic copy of records transferred to the 
National Archives
Includes cases as designated by the Regional 
Administrator's designee.

Close inactive records upon 
settlement or closing of case.

Destroy 10 years after file closure.

Close inactive records upon 
settlement or closing of case.

Destroy 20 years after file 
closure.

Close inactive records upon 
settlement or closing of case.

Transfer to the National Archives 
in 5 year blocks 20 years after file 
closure. If record is microform, 
destroy paper after quality 
assurance is completed.

Close inactive records upon 
settlement or closing of case.

Transfer to the National Archives 
5 years after file closure, with any 
related documentation and 
external finding aids, as specified 
in 36 CFR 1235.44-1235.50 or 
standards applicable at the time.

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred to 
the National Archives.

12/31/2012

of Regional Counsel or other offices with 
enforcement authority for actions taken to 
assess penalties against facilities for failure to 
maintain proper spill prevention and response 
plans or for actual oil spills. Includes such 

1/31/2011
case.

Close inactive records upon 
settlement or closing of case.
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Archives

12/31/2010

requests, 

02/12/2007

of 

02/01/2007

upon 

specified 

time.

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

upon 

case.

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

Destroy 6 years after final action 
or after final adjudication by 
courts, whichever is later.
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02/01/2007

Includes copies of committee records, such 
as agendas, meeting minutes, final reports 
and related records created by or 
documenting the accomplishments of official 
boards and commissions maintained by 
parties other than the sponsor or secretariat.

Excludes: Records maintained by the 
sponsor or secretariat of advisory 
commissions, committees, councils, 
boards and other groups established 
under the Federal Advisory Committee Act 
(FACA) scheduled as EPA 181.

12/31/2009

-

12/31/2009

leave application files.
GRS 2/6a (Item a
(1)) 

Dispose of in accordance with 
the approved Agency disposition 
instructions for the related 
records, or with the related 
FOIA request, whichever is 
later.

Close inactive records at end of 
calendar year.

Destroy 5 years after file 
closure.

Destroy when 3 years old.

when 

Destroy when no longer needed 
for administrative purposes.
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6/30/2012

1/31/2011

Records accumulated by individual offices 
that relate to the internal administration or 
housekeeping activities of the office rather 
than the functions for which the office 
exists. In general, these records relate to 
the office organization, staffing, procedures 
and communications, including facsimile 
machine and facility logs; the expenditure 
of funds, including budget papers; day-to-
day administration of office personnel, 
including training and travel; supplies, 
equipment, services; routine, 
administrative meeting arrangements; and 
the use of office space and utilities. They 
may include copies of internal activity and 
workload reports (including work progress, 
statistical and narrative reports which are 
prepared in the office and forwarded to 
higher levels), contact lists, and other 
materials that do not serve as unique 
documentation of the programs of the 
office.

1/31/2009

Close inactive records when 
signed by supervisor.

Destroy 3 years after closure.

when 

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

Destroy when 2 years old.
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separately. (ADMI 

projects 

the 

small 
-

Examples include 

02/13/2007

1/31/2011

Includes records which relate to the on-
going management of programs and 
routine projects within programs. Types of 
files include both mission and operational 
programs and may be maintained by one 
or more organizational units. Specific 
types of records include correspondence; 

12/31/2009

Close inactive records at the 
completion of the project.

Destroy 10 years after file 
closure.

at the 

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully 
transferred to the National 
Archives.

at end 

Close inactive records at end 
of calendar year.
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11/30/2009

upon 

Close inactive records upon 
transfer.

Destroy 5 years after file 
closure.
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as EPA 

7/31/2010

1/31/2011

Includes other copies of documents 
duplicated in OPFs, not provided for 
elsewhere.

02/01/2007

Close upon completion of 
study.

Destroy 7 years after file 
closure.

Close inactive records at 
end of calendar year.

Destroy 5 years after file 
closure.

when 

Close inactive records at 
the end of the month.

Destroy 6 months after file 
closure.
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processing and preparation, including 
time and attendance records upon 
which leave input data is based, such 
as time or sign-in sheets; timekeeper 
signature cards (EPA 2560-1), time 
cards (EPA 2565-1); leave and 
earnings statements (EPA 2560-25); 
payroll error notice (EPA 2560-2); 
flexitime records; leave applications 
for jury and military duty; authorized 
premium pay or overtime, maintained 
at duty post, and related documents 
upon which leave input data is based.

offices

6/30/2012

10/31/2007

Close inactive records at 
end of pay period.

Destroy 1 year after file 
closure.

and 

Destroy when 10 years 
old.

Accessibility EPA Locator EPA Home

One EPA Workplace A-Z Index Region 10 Pacific 
Northwest (Internet)
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